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Note: The following document covers the meeting to discuss DAP Interview Part 2 Form-IRAM at UNICEF. This incorporates initial verbal response and later clarification to some interview questions by participants. The original notes were restructured to match the related form. Participants were invited to revise or add comments. The participants subsequently agreed that in the event, the information in this note appeared to disagree with the data  submitted or later revised on the Part 2 form, The data on the most recent forms submitted would be considered the authoritative source
1.0
Program Overview
A introduction to the project was provided.. Adhiratha Keefe and Howard Dale of DPP/SI had completed the 2 questionnaires which covered the Records, Documents and Archive Management and the Library functions. These however did not fully address the records created by UNICEF Web sites. [Internet, Intranet, Extranet or informal sites which from time to time have been used by organizations subunits or workgroups to share information with interested individuals]

The availability and participation of the web teams in the exercise had not been fully discussed in advance. Therefore the questionnaire had not been circulated to the representatives of the intranet/web team from ITD- Internet Services Section [ITD-ISS] or DOC- Internet Broadcast and Image Section [DOC-IBIS] before the morning of the meeting.  The briefing included participants from ITD-ISS [Mary Ellen Santamaria] and DOC-IBS [Tanya Accone  & Eric Mullerbeck ] who work with the UNICEF intranet and Internet. 
The meeting was devoted to discussing the DAP project, the questionnaire format [already used for DPP-SI-IMU RAM  & Library] and obtaining initial information on the internet and intranet procedures and records.  

Howard explained that while the project was focused on New York at this time, he felt that was a need to work with the regional and country offices.  UNICEF has over 200 offices worldwide and currently has regional offices in 7 locations. *[End Note 1]. 
Because of limited resources and as approved by the common Service Task force the contract with the vendor does specify a hqs focus but it also states that “In the future, such a programme may also be applied to other locations …major issues related to records created or received in other locations not addressed by the scope of the plan should be noted” ** End Note 2.
A question was raised regarding the meaning of a “digital archive programme” and if UNICEF had identified its archival material.  There is a high level framework but digital records of potentially long-term value have not been specifically identified The next phase of the parallel WGARM project “Records Appraisal Decision Assistance [ADA]  will further identify important record series and suggest generic retention schedules. This is necessary for the DAP to be successful and is eagerly sought by UNICEF.
The concept that records and documents of potentially long term value exist on the website had not been addressed.  There is a need to raise awareness about broader IRAM issues including document management and 
 to make content owners part of the process to help identify what is potentially archival and when there is a requirement to ensure its long-term preservation.  From the discussions, the DAP project team determined that the internet and intranet teams believe it is their responsibility to provide the IT framework into which the business units put their records/documents/data. The content for the sites is the responsibility of individual departments or sections from the individual business units which have authority for subject areas. The “best copy available” is considered the record copy of a document. In more cases, items posted to the web site do not exist in any other format, and therefore could become the de-facto Record Copy for UNICEF. They must be protected and made reliably available over time as appropriate.

UNICEF is working towards improving its capacity to manage, make accessible, and share knowledge so as to more effectively use knowledge to further UNICEF’s mission and goals.    This is also some interest in improving UNICEF ability to classify/codify UNICEF information by introducing appropriate tools (classification schemes, filing systems etc.).  
The UNICEF internet 
site was recently migrated    Business units were asked to review their content on the old website at that time.  75% of the content was moved from the old site to the new one

2.0
Policies and Procedures

The current records management policies and procedures were developed some years ago to address the needs of the mostly paper environment.  However the 1983 Executive Policy as well as the corresponding procedure document clearly states that the guidelines apply to: 
· “all records, regardless of their physical type, issued or received by UNICEF that should be preserved because of their administrative, legal, historical or other value as evidence of the official business of UNICEF.” CF/EXD/1983-2867
· All records regardless of physical form, created or received by UNICEF staff in connection with or as a result of the official work of UNICEF are the property of UNICEF. CF/AI/1983-359

The question of how well understood or honoured this guideline is in the current electronic environment was raised.  There is no policy for overall classification scheme for records to be used through out the organizations. There is a clear recognition that there is a need to review and update IRAM policies and procedures relating to electronic records and provide more robust tools for the management of records in electronic form”. Resources have not been available to make these tools part of applications.
The web team deals with multi-media records: photographs, project files, audio visual records, etc. There are some documented procedures for users on how to add content to the website. Metadata standards and other formatting standards are part of the website software functionality/business rules.  The DOC-IBIS provided a copy of their draft Web manual which gives general guidance to the users adding content
. [table of contents registered as ref  UN-CS-RAI-USAA-DB01-2005-00041*** Note chapter 06, 10 & 11
Current policies related to electronic mail have been developed by ITD largely to respond the need to minimize server and disk space.  [Ref: CF/IC/2001-029, CF/AI/2002-021 of dec2002 and CF/EXD/1996-015 of Oct 1996] These policies do not fully address records and archive management issues of protecting currently used records, and preserving and making reliably available certain classes of information for long term use. The focus is mostly on security in the 2003 document. [CF/EXD/2003-023 of 31 Oct 2003]. It does not specially identify e-mails as records
. 
Special note was made of Annex 5 which list Policies and Procedures which needs some additions from ITD-ISS and DOC-IBIS. For example 
· Doc-IBIS  provided draft internet procedures concerning adding content. Registered as UN-CS-RAF-USAA-DB01-2005-0001 see end note 3
· Something similar is needed from ITD-ISS for intranet if exists

3.0
Classification Scheme and Retention Schedule

UNICEF has developed a Global Classification Guide for file folders but it is not currently used across the organization and has not been updated for some time.  The UNICEF Subject thesaurus is used for subject indexing of Library related material
 and documents in the UNICEF Document Repository.  
The issue of what is on the website or on the intranet and where copies are being retained was discussed during the meeting. It is recognized that there is a need to establish a procedure where copies of important records will be registered and stored on a central repository preferably before they are published on any site [intranet, extranet, or internet]. IT and DOC believe decisions regarding retention and disposition of the web content lie with the business units.  But there is not much guidance given to content providers on what should be removed or when. The web and intranet team members provide policies and procedures about how to technically put information onto each site.  They are not responsible for determining content, classification, etc.

4.0
Technology Implementation

During the discussions, the project team learned that both the internet web team and the intranet team members act as the facilitators to business units who wish to create “content” for the UNICEF internet web or develop databases in Lotus Notes for the intranet.   There are currently between 150 and 200 databases on the Lotus Notes platform.  No naming conventions are applied.  Users complete a request form when they wish to create a database and ITD-ISS [Mary Ellen Santamaria +] supports implementing that request once approved.  Decisions about removing databases from the system are the responsibility of the business users. [Again without much IRAM guidance]
The intranet site is 6/7 years old.  Currently, there are about 12 divisions at NYHQ who are regular contributors of content to the site.  There is no guidance regarding retention and classification, so the decision on whether or not to remove a database is difficult.  There are few formal UNICEF standards for database management as it relates to records and archive management at present.  Business units should be asked what is to be kept and what can be removed and on what basis the decision is made.  
There are, however, templates for Lotus Notes/Domino databases, which will be sent to the project team.  [What was context for this comment ?
  - has this been done?]
UNICEF is using a collaborative tool, E-room, into which documents can be placed and translated into different languages. [Extent of this?  is it a lotus notes product
]
Red Dot is the software application used to support the UNICEF Internet website, and the web sites of UNICEF Field Offices hosted in New York.  UNICEF’s current policy is that all Field Office web sites should be hosted in New York.
As of 2005, instant messaging will be available to UNICEF staff.   There are concerns about how the “content” will be managed.

SAP is currently being used in the Finance department and will be rolled out to the Field Offices. [what was context for this message?]
5.0
Records Management/Document Management 
Technology Implementation

There are a number of IRAM and Document management activities associated with DPP-SI-IMU:

· The IMU library function is working on a project to automate the library catalogue and make information available to the field offices electronically.  The long-term strategy is to capture metadata about library resources and point users to the electronic version, which will be in its native application. 
· The IMU library is currently weeding its resource collection and is trying to determine what should be kept and what should be scanned into RAMP-TRIM.  
· All UNICEF Division and Offices at NYHQ have access to RAMP-TRIM. It has been used for registering paper folders and boxes as well as correspondence tracking since 1996 when it began to replace the previous UNICEF records and archive management system RAMP-WANG. 
· Over the last 3 years there have been increased registering of document items and attaching electronic versions or scanned copies in RAMP-TRIM. For example: Executive Office outgoing signed correspondence,  Evaluation Office Reports, use by Division of Policy and Planning collaborative work with WHO on immunization coverage and PFO communication with donors. At present UNICEF has a license where up to 32 concurrent users can access the software.
· RAMP-TRIM is also used with FrontPage by DPP-SI-IMU to publish to an informal site [as an alternative to large email attachments]. This Historical information is available to researchers, partners and traveling UNCIEF staff [http://www.cf-hst.net] who can not directly access RAMP-TRIM.
· At present there is little support to invest in the resources needed to make available to the UNICEF field offices RAMP-TRIM or an equivalent tool.  Decisions about the next steps (including remote capture into TRIM) have not yet been made. The budget for 2006-2007 may have an increase for these activities. 
Relationship of the internet/Intranet to the 3 forms

· It was noted that some of the technical issues related to UNICEF Internet or Intranet may be part of the response to UNICEF ITD input into Part 1 which covers Information and Communication Technology. 
· The ITD-ISS and DOC-IBIS participants in the IRAM part two agreed to look at the questionnaire and complete the sections they felt relevant for the internet and intranet
· Some of the content management issues related to Internet and Intranet should also be discussed  by units participating  in forms completion with Part 3 for Business Units

================
End Note 01.

===========================
* UNICEF Regional Offices and HQ locations:
Regional Offices 
· Americas and the Caribbean, Panama City, Panama; [TACRO]
· Central and Eastern Europe, Comm. Of Ind. States and Baltic States, Geneva Switzerland; [CEE/CIS]
· East Asia and Pacific, Bangkok, Thailand; [EAPRO]
· Eastern and Southern Africa; Nairobi, Kenya [ESARO]
· Regional Office for Europe, Geneva, Switzerland; 

· South Asia, Kathmandu, Nepal; [ROSA]
· West and Central Africa, Abidjan, Cote D’Ivoire; [WCARO]
· Middle East and North Africa; Amman, Jordan [MENA]
HQ Locations

New York Headquarters, NY, USA;
· Private Sector Division PSD (formerly GCO) Hq Office , Geneva, Switzerland
· Headquarters Offices outside of New York: Belgium, Denmark, Italy, Japan

=========================================================
END Note 02

** DAP relation to other HQ locations and Field Offices 

Excerpt   - DAP Statement of Work   registered # UN-CS-RAI-USAA-DB01-200?-?????
1.1

 The United Nations Participating Organisations [UNPOs][1] seek proposals from qualified vendors to develop a strategic plan for managing and preserving digital records of long term value  created and maintained by UNPOs based in New York.  ,..In the future, such a programme may also be applied to other locations,    .and

3.2 At this stage the Strategic Plan’s primary focus is records created or received in New York UNPOs’ offices. However, the Plan will also identify any issues concerning the preservation and management of digital records created or received in UNPO offices outside New York if they are integrally related to business processes or operational performance.  
Where additional information or clarification is required on systems related to NY activities or mandates which are maintained in other locations [e.g. Geneva or Copenhagen] conference calls will be arranged where useful. 
The major issues related to records created or received in other locations not addressed by the scope of the plan should be noted and potential additional estimated costs identified if the project size were increased to cover other UNPOs locations .
[1] The United Nations Participating Organisations are those organisations within the United Nations that are members of the UN Common Services Initiative.  For more information see Annex 1.

============================================================

END Note 03

***  Procedural Manual for UNICEF Division of Communication (DOC) Web with user Guidelines for Web. Writing, Link Labelling and Branding  etc UN-CS-RAF-USAA-DB01-2005-0001 see details in Table of Contents

000
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�The only other I can think of would be Extranet


�Is this what we mean?  Or is it broader i.e. Document, Records and Archives Management


�As I recall it was the Internet Migration that they were talking about.


�Whatever happened to this?  Shouldn’t some information derived from this be included in this note, or is this note merely a record of the meeting?


�I don’t understand what this means.  I don’t think the focus is primarily security.  Under the present system the records are not secure.  What is the “it” to which this refers?  Is the “the policy”.  I suppose that the issue is that we have conflicting policies.  The RAMP policies define what are records, and how they are to be preserved.  The IT policy dodges this issue entirely and focuses primarily on a single issue: minimizing disk space.


�A question for Adhiratha: Is the GCG actually used by anyone?


�I don’t remember the context I’m afraid.  


�This is an in-house developed facility.


�Is this what is intended by RM/DM  here.  


�Not a regional office
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